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Republic of Namibia
NAL COUNCIL

PROCUREMENTMANAGEMENT UNIT
ffi

iloos 263 972

FAX: 065 2637521 0886562038

Enq: Ms. VN Kashululu

Eenhana

05 February 2024

Letter of Invitation

TO:

Dear Sirs/Madam

SUPPLY AND DELIVERY OF OFFICE FURNITURES FOR

WATER SUPPLY

The ohangwena Regional council invites you to submit your best quote for the items described

in detail hereunder.

Any resurting contract shall be subject to the terms and conditions referred to in the document'

;"*-;-ri-rrrur",ive queries, if any, should be addressed to Ms' vN Kashululu while at

Water supply urA S""it"tion Coordination' bhu'g*t'a Regional office'

prease prepare and submit your quotation in accordance with the instructions given or inform the

undersigned if you will not be submitti

4 rr,,,n,r. si-l*r,unau

S6a*tt'itanasen!fi1[

i[iii, -il?," iJ !
lrlr tlC i:'264300
i'Ji:105-263031

aq 88011 '

Yours faithfully,

Head of Procurement Management Unit



SNCUOX I: INSTRUCTIONS TO BIDDERS

1. Rights of Public EntitY

The Ohangwena Regional Council reserves the right:

(a) To split the contract as per the lowest evaluated cost per item, or

(b) To accept or reject any quotation; and

(c) To cancel the quotation process and reject all quotations at any time prior to

contract award.

2. Preparation of Quotations
you are requested to quote for the items mentioned in Section III by completing, signing

and returning:

(a) The euotation Letter in Section U with its annex for Bid Securing Declaration

(b) The List of Goods and Price Schedule Section III;

(c) The Specifications and compliance Sheet in Section v; and

(d) Any other attachment deemed appropriate'

You are advised to carefully read the complete Request for Sealed Quotations

document, including the Special Conditions of Contract in Section VII, before

preparing your quotation. The standard forms in this document may be retyped for

completion but the Bidder is responsible for their accurate reproduction.

3. Validity of Quotations
The euotation validity period shall be 90 days from the date of submission deadline'

4. Eligibility Criteria

To be eligible to participate in this Quotation exercise, you should:

a) have a valid certificate of good standing with the Receiver of Revenue

b) have a valid certificate of good standing with the social security commission;

c) have a valid Affirmative Action Compliance Certificate, proof from Employment Equity

Commissioner that bidder is not a relevant employer, or exemption issued in terms of

Section 42 of the Affirmative Action Act, 1998;

d) a written undertaking as contemplated in section 138(2) of the Labour Act.2007

have a valid Certificate; of business registration for any entity incorporated or registered

under the company or close corporation law of Namibia;

e) (i) certificate of registration of a co-operative registered under the laws regulating

co-operatives in Namibia;

(ii) document serving as evidence of registration as a trust and the trust deed for a trust

registered under the law regulating trust in Namibia: or

(ii) partnership agreement in the case of a parlnership, a valid joint venture agreement in the

case ofjoint venture or a valid agreement in case of other similar arrangement'

but a bidder or supplier who is a sole proprietor only needs to comply with the provision of

paragraph (a) to (d)



7.

8.

4

5. Bid Securing Declaration
Bidders are required subscribe to a Bid Securing Declaration for this procurement process.

The Bidder shall furnish as part of its quotation, a Bid Securing Declaration as per the

format contained in Appendix to Quotation Letter of this document.

6. Delivery

The goods shall be delivered at Ohangwena Regional Council office within 20 days after

acceptanceAssue of Purchase Order. Deviation in delivery period shall be considered if such

deviation is reasonable.

Sealing and Marking of Quotations

Quotations should be sealed in a single envelope, clearly marked with the Procurement

Reference Number, addressed to Ohangwena Regional Council with the Bidder's name

and contact information at the back of the envelope.

Submission of Quotations

Quotations should be hand delivered in the bid box at the Reception of Water Supply and

Sanitation Coordination Office, not later than the 14 February 2024 at 11:00.

Quotations by post or hand delivered should reach by the same date and time at latest. Late
quotations will be rejected. Quotations received by Fax or e-mail will not be

considered.

9. Opening of Quotations

Quotations will be opened internally by the Ohangwena Regional Council immediately after

the closing time referred to in instruction 8 above. At a bid Opening session, the name of the

bidder, the total amount of each bid, any discount or alternative offered. And the presence

or absence of any bid securing if required. And the documents referred to in section 50(2),

are read out and recorded, and a copy of the record is made available to any bidder on

request.

10. Evaluation of Quotations

The Ohangwena Regional Council shall have the right to request for clarifications in
writing during evaluation. Offers that are substantially responsive shall be compared on

the basis of price or ownership cost.

11. Technical Compliance

Bidders shall submit along with their quotations documents, catalogues and any other

literature to substantiate compliance with the required specifications and to qualify
deviations if any with respect to Ohangwena Regional Council requirements.

The Specifications, Performance Requirements and Compliance Sheet details the minimum
specifications of the goods/items to be supplied. The specifications have to be met but no

credit will be given for exceeding the specifioations.

12. Prices and Currency of Payment

Prices for the execution of works shall be fixed in Namibian Dollars as quoted.

Quotations shall cover all costs of labour, materials, equipment, overheads, profits and all

associated costs for performing the works, and shall include all duties. The whole cost of
nerforminq the works shall be included in the items stated. and the cost of any incidental



13. Margin of Preference
13.1." The applicable margins of preference and their application methodology are as

follows: N/A

13.2. Bidders applying for the Margin of Preference shall submit, upon request, evidence

of:N/A

14. Award of Contract
The Bidder having submitted the lowest evaluated responsive quotation and qualified to

supply the goods[tems and related services shall be selected for award of contract' Award

of contract shall be by issue of a Purchase Order/Letter of Acceptance in accordance with

terms and conditions contained in Section VI: Contract Agreement and General Conditions

of Contract.



Spcrrox I[: QuorerroN LnrrnR
(to be completed by Bidders/Suppliers)

[Complete this form with all the requested details and submit it as the first page of your quotation
with the Price list and documents requested above. A signature and authoriiation on this form will
confirm that the terms and conditions of the RFQ prevail over any attachments. If your qaotation
is not authorised, itnot a orwed, tt will be reiected.

Quotation addressed to.'

Procurement Reference Number :

Subject matter of Procurement:

We offer to supply the items listed in the attached List of Goods and Price Schedule as per the
defined specifications, except for the qualified deviations [Bidder may delete this phrase iniase of
no deviutionJ and, in accordance with the terms and conditions stated in your Request for
Quotations referenced above.

We confirm that we are eligible to participate in this Quotation exercise and meet the eligibility
criteria specified in Section 1: Instruction to Bidders.

We undertake to abide ethical conduct during the procurement process and the execution of any
resulting contract.

We have read and understood the content of the Bid Securing Declaralion (BSD) attached hereto
and subsuibe fully to the terms and conditions contained therein.

The validity period of the Quotation is............days from the date of the bid submission
deadline.

We confirm that the prices quoted in the List of Goods and Price Schedule are fixed and firm and
will not be subject to revision or variation, if we are awarded the contract prior to the expiry date
of the quotation validity.

The delivery period offered from the date of issue of Purchaser Order I Letter of Acceptance is
as shown in the List of Goods items and Price Schedule.

otation Authorised
Name of Bidder Company's Address and seal/stamp

I
Contact Person

Name of Person Authorising the Quotation: Position: Signature:

Date Phone No./Fax

form deleted Bid Securing Deceleration applicable



APPendix to Quotation Letter

BID SECURING DECLARATION
(Section 45 of Act)

(Regulation 37(1) (b) and 37(5))

Date:

Procu

To:....

rement Ref No.:

I/we* understand that in terms of section 45 of the Act a public entity must include in the bidding

document the requirement for a declaration as an alternative form of bid security'

I/We+ accept that under section 45 of the Act, I/we* may be suspended or disqualified in the event of

(a) a modification or withdrawal of a bid after the deadline for submission of bids during

the period of validitY;

(b) refusal by a bidder to accept a correction ofan error appearing on the face ofa bid;

(c) failure to sign a procurement contract in accordance with the terms and conditions set

forth in the bidding document, should IAile* be successful bidder; or

(d) failure to provide security for the performance of the procurement contract if required

to do so bY the bidding document'

I/We* understand this bid securing declaration ceases to be valid if I am/we are* not the successful

Bidder

Signed:

liisert signature of person whose name and capacity are shown)

Capacity of: ....
yin:dicaie legal capacifii of person(s) signing the Bid Securing DeclarationJ

Name:

[insert complete name of person signing the Bid securing DeclarationJ

Duly authorized to sign the bid for and on behalf of: [insert corlPlete name of Bidder]

Dated on ---.- daY of
linsert date of signingJ

CORPORATE SEAL/STAMP (WHERE APPROPRTATE)

[Note*: In case of a joint venture, the bid securing declaration must

the joint venture that submits the bid.l
*clelete if not applicable / appropriate

be in the name of all Parlners to
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SNCTTOX IV: SPNCTTICATIOXS AXTT PNNNORMANCE

RPQUmBMENTS

[the public Entity shall use this section to specifu its Technical Requirements for the goods items,

Inspection and examination, and ihe scope of Related Services, as applicable'J

SNCUON V: SPPCTUCATIONS AND COUPT,IANCE SUEN-I

ProcurementReferenceNumber: G/RFQ/OHRC38-09/202312024

[Bidders should complete columns C and D with the specification of the goods offered' Also

state "comply" or "not comply" and give details of ony non-compliance/deviation to the

specification required. Afta;h detaile"d technical literature if required. Authorise the

ipecification offered in the signature block below'J

Specifications and Compliance Sheet Authorised By:

* Columns A ond B to be completed by Public Entity'

Signature:

Authorised for and on behalf of:
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SNCUOX VI: GNNNNAT, COXOITIONS OT COXTRACT AXN
COXTNECT ACNEEMENT

Any resulting contract shall be placed by means of a Purchase Order/Letter of Acceptance and

shall be subject to the General Conditions of Contract (GCC) for the Procurement of Goods - Ref.

G/RFQ/OHRC3 8-0 9 I 2023 I 202 4

STCUOX VI: COXTNECT AGREEMENT

Any resulting contract shall be placed by means of a Purchase Order lLetter of Acceptance and

shall be subject to the General Conditions of Contract (GCC) for the Procurement of Goods except

where modified by the Special Conditions below.

SBCTTOX VIII: SPTCIAL CONDITTONS OT COXTRACT

Procurement Reference Number: G/RFQ/OHRC38-09/202312024

The clause numbers given in the first column correspond to the relevant clause number of the

GCC

ffii ffiH
Purchaser

scc 1.1(h)

The purchaser
Regional Counc

S

I

Water Supply and sanitation coordination, Ohangwena

Site

SCC 1.1(m)

Ohangwena Regional Council

Incoterms Edition

scc 4.2(b)

Incoterms shall be governed by the rules prescribed in Incoterms 2010.

Notices

SCC 8.I

Any notice shall be sent to the following addresses: Ohangwena Regional

council, Private Bag 88013 Eenhana, Tel. 065- 263 273 Fax 065 *263152

Enquiries: Ms Veronika Kashululu

For the Supplier, the address , and contact name shall be:

Disputes

SCC 10.2

The rules of procedures for arbitration proceedings pursuant to GCC l0'2

shall be as follows:
N/A
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Delivery and
Documents

SCC 13.1

The Goods are to be delivered within 20 days from the date of Purchase

Order or Letter of Acceptance.

The documents to be furnished by the Supplier are:

(a) Signed delivery note;

Price Adjustment
SCC 15.1

The price charge for the Goods supplied and the related Services performed

"shall not" as appropriate be adjustable'

If the prices are adjustable, the method described in the Price Adjustment

Formula as attachment to these SCC shall be used

Terms of Payment

SCC 16.1

The structure of payments shall be: full payment following delivery of the

Supplies and submission of an invoice and the documents listed in clause

13.1

Terms of Payment

SCC 16.3

Payments shall be made not later than thirty days after submission of an

invoice and its certification by the Purchaser.

Terms of Payment

SCC 16.4 (a)

The price " shall not be " adjustable to the fluctuation in the rate of exchange.

As such payment shall be made fixed to the N$

Payment Period

SCC 16.5

The method and conditions of payments to be made to the Supplier under this

Contract shall be as follows:

i) on Acceptance: The contract Price of goods received shall be paid

no later than thirty (30) days of receipt of the Goods upon submission of
an invoice (showing Purchaser's namel the Procurement Reference

number, description of payment and total amount, signed in
original, stamped or sealed with the company stamp/seal) supported
by the Acceptance Certificate issued by the Purchaser.

Performance
Security

SCC 18.1

(i) No performance security is required*or

* Delete as appropriate

Discharge of
Performance
Security

SCC 18.4

N/A

The performance security will be dischTrged and returned to the supplier not

later than finsert number of daysJ following completion date.

Packing

SCC 23.2

The packing, marking and documentation within and outside the packages

shall be: N/A

Insurance

SCC 24.1

[where goods are ordered from overseas suppliers, insert percentage

type of insurance requiredfor transportationJ N/A
and



t2

Attachment: Price Adjustment Formula N/A

a.:,,

. Lil

The Goods shall be delivered: ( DAP ) Delivery at Place

The inspection and tests shall be: N/AInspection and Test

SCC 26.1

The inspections and tests shall be conducted at: N/A
Location of
Inspection and
Tests

SCC 26.2

@he whole contract are7oh perweek. The

maximum amount of liquidated damages for the whole contract is 10%

of the final contract price. However the purchaser has rights to cancel

and/or terminated the contract, if the contract to fails to deliver is

Liquidated
Damages

SCC 27.1

hich if anything happens before this

period, the supplier should be reliable.
Warranty
SCC 28.3

lier must be reliable for the repair

and replacement
Repair and
Replacement

SCC 28.5



13

Scnnours 3

Quor,t rroN CuTcKLIST Scnrour'r

Pro curem ent Ret.erence No. : G/R F Q/o H RC 3 B-0 9/2 023 l 2024

Quotation Letter

Lirt of Goods and Price Schedule

Sp"cift.a-tlon and Compliance Sheet

Bid Securing Declaration

Erid*.rt f"t *nformitY of Goods

tanding from social

Security Commission

anding from lnland

stration Certificate

(Founding Statement)

Action ComPliance

Certificate, proof from Employment Equity Commissioner that

bidder is not a relevant employer, or exemption issued in terms

of Section 42 of theAffirmative Action Act' 1998;

g SME Status (for Bids

reserved for SMEs);

VAT registration number;

Discrsimer: The list defined above is meant to assist the Bidder in submitting the relevant

documents and shall not be a grountd for the bidder to iustifu its lollubmission 
of maior

documents for its quotation to be responiive. The on , ,n*iin, i, the Bidder to ascertain that it

has submitted all the documents that have been requested and are needed for its submission to be

complete and resPonsiv e'



ublic Of Namibia
MinistryofLabour,IndustrialReIationsandE@ion

Written undertaking in terms of section 138 of the Labour Act, 2007 and section

50(2XD) of the Public Procurement Act, 2015

1. EMPLOYERS DETAILS

Company Trade Name:

Vat Nrimber: .

Industrv/Sector:

Place of Business:. . .

Physical Address:

Tell No.:

Fax No.:

Email Address:

Postal Address:. . ....,.

Full name of Owner/Accounting Officer:.........../

Email Address: ...!....


